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Menu 1 Order Entry 
 
Material Safety Data Sheets - New Options for Order Entry 
This new program will, depending on your parameter setting, either notify the user that a product requires an MSDS 
sheet, notify the user AND give them the option to print the MSDS,  just automatically print the MSDS without any 
notification, or do nothing at all.  
There are four steps to get setup with this new program: 

Step 1: Obtain the electronic (.pdf) versions of MSDS's. 
Step 2: Assign a person the task of maintaining MSDS's on the server when they are updated or when new MSDS's 
are available. 
Step 3: Set Parameter in 35.1 
Step 4: Learn how this new option works in Order Entry 
 

New Standard Pack (SP) Display 
The Standard Pack (SP) for an item is now being displayed in Order Entry to the right of the AVAIL Qty.   
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Collecting A/R Money at the Counter  
 
Use invoicing procedures to collect money from customers paid at the counter for prior day’s invoices. 
Use menu 1.2, enter customer number and fill in header information.  
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Next enter a memo line.  Enter the money received and type of payment received.  AR money can be taken in the form of 
cash, check or credit card.  Coding is in place to automatically zero out the change given on those pick tickets without detail 
lines.  Once you finalize the pick ticket, the money will show as cash on account (O/A) for that customer (must run through 
EOD first).  Money will show up on the daily cash report and will be deposited with the cash drawer.   A report -EOD 
Unapplied Cash Listing, will be generated with EOD which show all money received in this way. AR department will need to 
use this report to apply cash to invoices in 4.1.1 as a zero batch the next day.  EOD report 01-170 -EOD Unapplied Cash 
Listing, can be edited through menu 16.   
  
Also included on the new EOD Unapplied Cash Listing report (01-170), any payments that are included on the report will 
also post to the last payment date and last payment amount fields.  The impact of this will be visible on any current and 
future unapplied cash transaction. 
  
Menu 1.36 - Email Invoice - No Linux Server 
 
Users can now email invoices to customers, for stores currently not on Signature Capture.  Enter release number or invoice 
number (11-digit).  Enter an email address to send the invoice to or return for the customer's email address listed in 
Menu 12.2.2.2, field 17. 
 

 
 
If an email address is entered in Menu 12.2.2.2, field 17 invoices will automatically be emailed during EOD. 
 
Printing Bar Codes on Pick Tickets using a Laser Printer 
 
The ability to print bar codes on a pick ticket using a laser printer is now available.  Please follow these guidelines: 

1. You must have one of the following compatible printers. 
 

Scalable 3 of 9/OCR-B data sheet 

Product 
number 

Applicable HP Printers 

36596DT 
#0W1 (DIMM) 
(contains OCR-
B, not OCR-A) 

HP LaserJet 2100, 2500, 4000, 4100, 
4200, 4300, 4500, 4600, 5000, 5100, 
5500, 8000, 8100, 8500, 9000 & 9500 
series with DIMM slots 

36596CT 
#0W1 
(Reverse-Bit 
DIMM) 
(contains OCR-
B, not OCR-A) 

HP LaserJet 1200, 1300, 2200, 2300, 
3200 & 3300 series 

36596FT #0W1 
(Flash Memory 
Card) 
(contains OCR-

HP LaserJet 2400 series, 4250, 
4345mfp, 4350, 4650, 5550, 9040, 
9040mfp, 9050, 9050mfp & 9500mfp 
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B, not OCR-A) 
2. If you have one of these printers then you must purchase a memory card.  Call HP at (661) 257-5571 and tell them 

what kind of printer you have. 
3. Install the memory card (HP will provide directions on how to install). 
4.  Once the memory card is installed open a job on the Database Support Desk.  Indicate that you need the code 

for bar codes to print on pick tickets using a laser printer.    
 

The New Laser Invoice is now available for use.  
 
This new form cleared up the following issues: 

• Invoice No Print option was not creating the .PDF file at EOD, therefore invoices were not getting faxed or emailed 
as they should. This is now resolved if you use the new invoice.  

• Speed of printing at remote stores is now resolved with the new invoice because there is no watermark and no large 
images to print (The logo on this example invoice will not be on the counter printed copy of the invoice, it only 
shows up when it is regenerated at EOD and emailed, faxed or reprinted.) 

 
There are a few key pieces of the new invoice that are parameter controlled (Numbers correspond to numbered items on 
example invoice below.) 
 
The branch locations are controlled in Menu 35.14, field 1: 

1. BRANCH LOCATIONS (SEPARATE BY ',')  04,02,03,01,05,06,07,08 
2. The Web Address that is displayed is entered in Menu 35.12, screen 2, field 7. If left blank, it will default to 

www.johnstonesupply.com. 
WEB ADDRESS TO PRINT ON NEW FORMS  

3. To display "For All Accounting/Billing Inquiries, please call ###-###-####" use Menu 35.14, field 7. 
REMIT-TO PHONE NUMBER  ###-###-#### -  

4. Menu 35.12, field 19 controls the Watermark on the old invoice, but controls the invoice type display on the new 
invoice, this is not a watermark on the new invoice  
WATERMARK TO PRINT ON FORM        1 = YES, 2 = BOLD, 3 = NO -  
1 = Do not use this option on the new invoice - this is for the old invoice only. 
2 = Will print any of the following in bold: INVOICE, Credit Memo, Packing List, or Cash Invoice. 
3 = Will print ONLY either Invoice or Credit Memo in bold. 

5. The Remit To is controlled by Menu 35.12, fields 11 - 14 
11. Remit to Name 
12. Remit to Addr1 
13. Remit to Addr2 
14. Remit to City-St-Zip 

6. To begin using the new invoice form, use Menu 35.12, field 4 on screen 2 and enter a 'Y' 
4. PRINT USING UPDATED LASER FORMS          Y 
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Menu 1.20 – Signature Capture Menu 
 
Menu 1.20.6 Print Invoices by Date by Customer 
 
Will print Non-cash Signature Capture Invoices, for a date range, for either a select customer or ALL customers.  This report 
will only be able to print invoices back as far as your live release file allows, (m-28.0.1 #6- Release.Hist). This will 
take several minutes to run.    
 

Menu 4 - Accounts Receivable  
Menu 4.1.2 - A/R Adjustment Entry  
As of the U2005.2 release users are no longer allowed to adjust the Trans Type Field in AR adjustments 
Accounts Receivable 
 
Menu 4.1.3 - AR Posting  
A prompt has been added which alerts the user for a need to do a journal entry to accompany any Misc. AR postings. 
 
Menu 4.1.9 - Credit Manager Inquiry  
The following functionality has been added with the U2005.2 release: 

• Additional fields have been added to the header of Menu 4.1.9:  Customer ABC Ranking, Tax Jurisdiction and YTD 
Sales  

• When emailing an invoice in Menu 4.1.9, Signature Capture users now have the ability to send a special message 
with the emailed invoice.  

• Users can now access the credit card maintenance screen by entering "CC" at the third screen that displays 
the Aging Buckets.  

• Parameter 35.6, screen 2, field 20 - If option '1' is selected the user will be taken to the next screen in Menu 4.1.9.  
If option '2' is selected, in menu 4.1.9 totals will be displayed.  Option '2' is the default setting. 

 
Aging Buckets 
 
Users can chose whether their system ages based on invoice date, due date or as is (from end of month). This will be 
parameter driven and will affect the aging buckets in 4.1.9 and aging reports. 
 
To select your aging method, go to Menu-35.6, screen 2, field 18.  
Age by: 1)Month-end  2)Due.Dt  3)Inv.Dt  
 

1. Month-end - same aging calculation as before, credits will age against overdue balances.  
2. Due Date – invoices will age based on the number of days past the due date.  
3. Invoice Date – Aging will be based on the number of days since the invoice was run. 

 Note:  If this parameter is not updated - everything will continue as normal 
 
You may change the parameter daily to see which method best serves your needs; however, it will need to run through an 
EOD before you’ll see the change in aging. 
 
Menu 4.1.10 - This is a non-functional menu path and has been deleted 
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Menu 4.1.13 Search AR History by Check #  
Menu 4.1.13 can now be used to view a listing of invoices paid with a particular check for a particular customer. 
  

 
 
Menu 4.4.4 - Dunning Letter Form Print  
As of the U2005.2 release users are now prompted for the name that should print below the signature line on the 
Dunning letters. 
 
AR EOM Adjustment Report 
The EOM-AR Adjustment Report has an additional column – Tax Jurisdiction.  This will be especially helpful for 
those invoices with sales tax adjustments. This is EOM paperless report number 01-128. 
 

Menu 5 - Pricing 
Menu  5.1 - Product File Maintenance 
Any changes made in Menu 5.1 after the U2005.2 upgrade or Stock Status "PB", will show as a price change in 
stock status after EOD is run. 
 

Menu 8 - Inventory Controls 
Menu 8.4A - Inventory Adjustment Report  
The Inventory Adjustment report is now an EOM report which lists all the stock adjustments made for the month.  
It is maintained as EOM paperless report 01-126. 
 
Modified for FT (File Transfer) to import into Excel  
When running the Inventory Adjustment Report it will now be in individual columns for Excel-friendly 
importing. 
Previously, the report had the information on two lines and looked like Figure 1, which was not easily imported 
into Excel. 
(Figure 1) 

 
 
Now the report looks like Figure 2 and will easily import into Excel. 
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(Figure 2) 

 
 

Menu 11 - Sales Analysis 
 
Menu 11.4.20 - Vendor Sales Inquiry (Sales.Vend) 
View Vendor Sale Totals 
1.  Enter Company number 
2.  Enter Vendor number 
3.  Select to report on This Year or Last Year totals 
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Menu 11.4.21 - Combine Product Sales 
Allows users to combine a new part number and an old part number’s sales information.  The ROP will calculate 
on that product based on the combined sales.  
 

 
 

Menu 12 - File Maintenance 
 
Menu 12.10 - Port Control 
If there is a printer number in the LABEL column, all the bar code label print programs will now use this printer 
number instead of the default printer by company in Menu 34.9.  However, the column is left blank Menu 34.9 
will determine the printer location.   
Code is now available to speed up label printing if you're using a new label printer (model 2722, 2842 or newer).  
To receive this code, open a job on the Support Desk.  If you're on a older label printer (model 2022, 2042) then 
this code is not compatible with your printer. 
 
Menu 12.2 - Customer Files 
 
Menu 12.1.18 - ROP Password Maintenance 
Menu 12.1.18 is where users setup the password to get authorization to make ROP changes in Menu 12.3.2.3, field 3 and 
Menu 27.5, field 5. 
 
Menu 12.2.11 - Terms Code Maintenance  
Terms code NC - Cash - No Checks, has been added to everyone’s system which, when attached to customers, will not 
allow counter salesman to enter a check number.  Also, NC will automatically be added to menu 35.1, field 7 for cash 
received.  Cash or credit cards are only the methods of payments accepted for this customer.   
 
12.2.13 Ship Method Maintenance  
Add, edit or delete the shipping method code. There is not a limit to the number of shipping methods that can be created.   

1. Enter your operator initials.    
2. Enter a shipping method code number.  
3. Enter a description.  
4. Select a type (1=Counter, 2=Delivery, 3=Ship).   

• A prompt to update Company record Will Call Ship Method, (Y/<CR>) will display if the Ship Type selected 
is "1"- Counter.   

• The system will also prompt for the specific company number to update.   
 

                  
  
Use menu 12.2.33. Ship Method Maintenance List to print a complete listing of shipping methods.   
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Menu 12.3 - Product Files 
 
Menu 12.3.2.3 Product Detail Maintenance  
Menu 12.3.2.3, field 3 (ROP) - is now password protected, re-order points can only be changed with authorization.  The 
system will prompt users to "Enter Password to Maintain ROP" 
The password is set in Menu 12.1.18. 
 
Menu 12.3.35 - List of Possible Duplicate Items 
This report replaces the Galaxy report on your system.   
This report will list "potential" duplicate items based on the vendor description. 
 

Menu 13 - Accounts Payable 
Menu 13.2.8 - Bank Activity Report  
Menu 13.2.8 has been revised so as to prompt for bank first and not limit input by company.  Report will display the same 
information in the same format but will be company driven.  Starting balance for the report will be based on the cash 
account balance from the last general ledger close.  Stores that do not use the general ledger component of the system will 
need to have DST hardcode their January 1, balance each year and the report will populate from there. 
 
Menu 13.20.2 - Purchase Order Receipts Update to A/P 
1.  As of U2005.2 when merchandising invoices are being entered in Menu 13.20.2, when the message "No Open PO 
Receipts" appears the user will be sent back to the Vendor Number prompt to reenter another vendor instead of being 
kicked out of the batch entirely. 
2.  Receivers can be pulled for other companies when vouchering if they are set for AP cross-pointing.  For instance, a store 
can now post against receivers from Company 01 batch for all their branches. 
 
Menu 13.3.21 - Expense Dist. Register - by Period 
Menu 13.3.21 and 14.2.1B shows, by period or range of periods, a listing of purchases for a particular General Ledger 
account number.  The listing will include vendor name, invoice #, period and amount paid. 

Menu 14 - General Ledger 
Menu 14.1.3 - Journal Entries 
As of the U2005.2 release users are no longer allowed to adjust the Source field when entering Journal Entries. 
 
Menu 14.1.4 - Auto Reverse Entries 
As of the U2005.2 release users are no longer allowed to adjust the Source field when entering Journal Entries. 
 
Menu 14.1.13 - Journal Entry Listing 
Journal entries are consolidated regardless of company so that debits equal credits. 
 
Menu 14.2.1B - Expense Distribution Detail by G/L 
Menu 13.3.21 and 14.2.1B will now show, by period or range of periods, a listing of purchases for a particular General 
Ledger account number.  The listing will include vendor name, invoice #, period and amount paid. 
 
Menu 14.2.7 - General Ledger Month End Update 
As of the U2005.2 release users are prevented from closing GL periods if journal entries have been created, but not posted 
using 14.1.13 or 14.1.14. 
 
Menu 14.3.8 - New Financial File Calc & Report 
The release of U2005.2 will allow users to see a list of the financial reports available when running Menu 14.3.8 so users 
can choose which report to run. 
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Menu 16 - End of Day Processing 
 
Serial Number Fix Program  
A fix program has been added which will clear all character serial numbers (example: 0 (zero),. (period), etc.).  This fix will 
speed up the nightly rebuild of the serial number cross-reference file. 
 
Overdue Purchase Order Report (Menu 7.17) 
The Overdue Purchase Order Report has been added to the Paperless EOD reports.  
It is Report # XX-178 (where XX = the Co#) 
 
This report will print/email ONLY with the Weekend EOD 
 
When manually printing this report from the menu path, you are given the following prompts: 
 

ENTER COMPANY# (2N) OR FOR ALL :  
 
The report will be run individually for each company number. 
 

ENTER VEND#(S) OR FOR ALL : 
 
The report will be run for all vendors  
 

ENTER CUTOFF DATE FOR OVERDUE PURCHASES (MM/DD/YY) : 
 
The cutoff date will be the date the report is printed. 
This report is useful to keep an eye on overdue PO’s to make sure that none have gotten hung up from the vendor, in UPS 
etc.... 
 
Report Example: 
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Menu 19 - Inquiries 
 
Menu 19.6 Stock Status 
 
Freight Terms now appear on the Vendor Buying Information Inquiry.   
After accessing menu 19.6, type in the product #, then type "V" to access the Vendor Buying Information Inquiry screen. 
(Vendor Buying information is from Meny 19.14.10) 
 
New Dropship Indicator 
A "D" now appears next to an order qty to indicate dropship (dropships also now appear in Menu 19.3 and 19.4). 
 
Vendor Web Links  
There is now a Vendor Link 'VL' option from stock status. Pull up a part number, type in 'VL' <enter> and the vendor's 
website will be displayed in your internet browser window.  
 
Corp. is transmitting vendor web links (URLs) and this information is displayed in the Vendor Buying Information Inquiry 
screen, which also can be accessed from stock status by typing 'V' <enter>.  
 
To override Corp.'s transmitted URL, use Vendor Master Maintenance (Menu 12.4.1.2) field 10 - MISC. DATA 1 and enter 
your own URL, any overridden URLs are also displayed in the Vendor Buying Information Inqury screen. 
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Menu 20 - Utilities  
 
Record locks occur for various reasons, once a record is locked, it will remain locked until the lock is properly cleared.  
Breaking out of a locked record will not clear a lock.  
 
Menu 20.2 

1. ENTER OPERATOR INITIALS AAA   -Must have authorization to proceed.  
2. ENTER FILE NAME OR END:   Name of the file which is locked.  
3. ENTER RECORD KEY OR END:  The record key is the specific item within the file that is locked.  The record key 

will display in the lock message.  
 

 
• Use menu 28.31 to unlock an AR Batch and Menu 12.6 to unlock a Product Detail record.  

Menu 27 - PO Forecasting 
 
Menu 27.1.26 ROP/EOQ Calc & Impact Report 
Currently, this calculation only includes catalog items, a prompt has been added which will allow you to also include non-
catalog items.  This calculation will take awhile. Click on link for more information on ROP/EOQ  
 
Menu 27.5 PO Forecast Maintenance 
 
Field 5 (ROP) - is now password protected. 
Re-order points cannot be changed without authorization.  The system will prompt users to "Enter Password to Maintain 
ROP" The password is set in Menu 12.1.18. 
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Now displays the "Critical Info' notes 
That is transmitted from corp. that have to do with the DC that the item is or is not stocked in. The two messages that will be 
displayed will be either "NOT STOCKED IN DC'S" or "STOCKED IN MDC, PDC ONLY" 
This information will be displayed directly underneath the part number and will be highlighted. As in the example below, 
outlined in red.  
 

 

Menu 34 - Bar Coding 
 
Menu 34.11 - Scan Warehouse Locations 
Users now have the option to clear and type in a new warehouse location.  
 
Menu 35 – Parameter Menu 
 
Menu 35.6 Parameter File Maintenance 
This screen sets the overall system parameters from Order Entry to Purchase Order.  Use Menu 35.26 to print a list of 
parameters.  
 
Sales Files:  The sales file fields on Screen 2 are the universal sales file update parameters.  Do not set these fields to 'n', 
otherwise those files will not update.    
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Menu 35.6, Screen 2 
 

1. Allow cross-company posting in A/P and G/L -Set to 'Y' to allow posting from one company to another, ie: to 
Company 02 from Company 01.  

2. Sales.4 file used -Contains monthly sales history for each customer and each product, including costs and sales 
dollars.    

3. Sales.5 file used -Set to 'Y' to use "Sales.5" in reports on menu 11.3.3.Salesman Sales Summary, 
11.3.4.Salesman - Product Class, and 11.3.5. Slsm-Prod Clss Sprd Report.  

4. Sales.6 file used -Set to 'Y' to use "Sales.6" in reports on Menu 11.3.6.Sales by Slsm/Cust/ProdCls.  
5. Sales.7 file used -Set to 'Y' to use "Sales.7" in reports on Menu 11.3.7.Sales Summary Co-Prod Class.  
6. Update serial numbers at po receipts time -Set to 'Y' to update the serial numbers at time of purchase order 

receipts.    
7. Processing code to enter purchase order notes -Input the processing code required to access and enter product 

notes from the menu.  Any processing code may be used; 'PO' is the usual choice to control Purchasing.  See menu 
12.1.4 for a list of processing codes.     

8. Use DQ editor for credit memo notes (4.1.9) -Set to 'Y' to use the DQ editor to add or alter for credit memo notes 
in menu 4.1.9 Credit Manager Inquiry.  DST needs to be contacted if this parameter is changed.  Several files will 
need to be converted.  

9. Use DQ editor for telemarketing notes (33.1) -Set to 'Y' to use the DQ editor to add or alter for telemarketing 
notes in menu 33.1 Telemarketing Notes.  DST needs to be contacted if this parameter is changed.  Several 
files will need to be converted.    

10. Prompt for y*** if posting period does not agree with transaction date -Set to 'Y' to prompt for 'y***' if posting 
period does not agree with transaction date.   

11. Fax monthly branch sales to Corp -Set to 'Y' to automatically transmit the Branch -vs- Non-Branch Totals Report.  
This report will be faxed to Corp during the month-end close.   

12. Print year-end LIFO report -Set to 'Y' to create and print the LIFO report during the year-end routine.  The LIFO 
report will not be created when this parameter is set to 'N'o.   

13. Lock out system during day-end/month-end -Set to 'Y' to allow access only to Menu 19 - Inquiry, during the day-
end / month-end routine.   

14. Zero out non-stock items with no sales in 'xxx' days -Enter the number of days before Non-stock items (NS 
items or items that have a 'T' in field 27 of product master m-12.3.2.2) with zero on-hand, zero on-order, zero in-
pick, have cost(s) and sell price(s) zeroed out.  If this field is left blank, no items cost and sell will be zeroed out.   

15. Update serialized inventory flag from Corp price trans - Set to 'Y' to accept the serialized inventory flag 
transmitted from Corp. Once the flag is set, it will only update from the current price tranmission.  If you would like 
all catalog items to be updated, set the flag before the full catalog price update during the month-end process, or 
run menu 32.20. 

16. Update taxable product flag from Corp price trans - Set to 'Y' to accept the taxable product flag transmitted from 
Corp. Once the flag is set, it will only update from the current price tranmission.  If you would like all catalog items to 
be updated, set the flag before the full catalog price update during the month-end process, or run menu 32.20. 

17. Update Balance A/R Batches during EOD (Y/N) - An EOD and EOM Cash Reconciliation report which breaks out 
the AR money collected by store by batch.  Cash with orders is added at the bottom to account for total cash 
activity.  EOD report number is 01-171.  EOM report number is 01-127.  In order for this to work properly, menu 
35.6, screen 2, #17 must be set to Y.  The system will close balanced AR batches during EOD, which will generate 
EOD report 01-173.  This is only meant to be a safety net - it is still recommended that users balance AR batches 
daily before EOD. 

18. Aged by:  1) Month-end 2)  Due Dt. 3)  Inv. Dt. - Select whether the system ages based on invoice date, due date 
or as is (from end of month).  This parameter affects the aging buckets in Menu 4.1.9 and aging reports.  

a. Month-end - same aging calculation as before, credits will age against overdue balances.  
b. Due Date – invoices will age based on the number of days past the due date.  
c. Invoice Date – Aging will be based on the number of days since the invoice was run. 

 Note:  If this parameter is not updated - everything will continue as normal 
 
You may change the parameter daily to see which method best serves your needs; however, it will need to run 
through an EOD before you’ll see the change in aging.   

19. Don't Set Serial Flag on Store Transfers (7.1A) - If you do not want a prompt for serial numbers on store transfers 
on PO Rolldown (7.1A) Set this flag to N. Default is Y. 

20. Menu-4.1.9:  1)<ENTER>=next page  2)<ENTER>=totals - If option '1' is selected, then hitting enter in Menu 4.1.9 
will take the user to the next screen.  If option '2' is select (default option), totals will display when enter is selected 
in Menu 4.1.9. 
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Menu 35.3 Pricing Parameter Maintenance  
1. Use 'C'lass or 'T'ype in customer discount maint -Set to 'T', the special discounts in Menu 5.3 Customer 

Discount, will be based on Type.  Set to 'C' the special discounts will be based on Class.    
2. Set each price by warehouse - If set to 'Y' the 'each' price in Price Maintenance (menu 12.3.2.4) will be different 

for every warehouse.   
3. Use List Pricing in Order Entry  
4. List Price Multiplier for Flyer  
5. Clear 100 Lot on B92,B93,B94,B95,L96,L97,N98 - If set to 'Y' then 100 Lot will be cleared on B92, B93, B94, B95, 

L96, L97 and N98. 

 Month End 
 
Sales Tax Jurisdiction Reports 
AR adjustments (m4.1.2) or AR write-offs (m4.1.1) will show up on the Composite Sales Tax Jurisdiction report under the 
applicable Tax Jurisdiction.  An additional report will also follow your EOM AR adjustment report which will list adjustments 
and write-offs that were made that impact Sales Tax. This report will tie out to the line item on the Composite Sales Tax 
Report. 
 
EOD/EOM Cash Reconciliation Report 
An EOD and EOM report which breaks out the AR money collected by store by batch.  Cash with orders is added at the 
bottom to account for total cash activity.  EOD report number is 01-171.  EOM report number is 01-127.  In order for this to 
work properly, menu 35.6, screen 2, #17 must be set to Y.  The system will close balanced AR batches during EOD, which 
will generate EOD report 01-173.  This is only meant to be a safety net - it is still recommended that users balance AR 
batches daily before EOD. 
  
 




